Get an overview of the online moving process with pro tips from experienced customers and
counselors.

Need more? Visit or call your local transportation office.

TUTORIAL
Create a Shipment
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Defense Personal Property System

Welcome to DPS

Current Move

26 Oct 2017: BREMERTON to SAN DIEGO _ v
Order Number TEST_Clasms
Order Type Parmanant Change of Station

Past Moves
01 Mar 2017: BREMERTON to ATSUGI w

Order Number GBLOC TEST
Order Type Permanent Change of Station

Returning Users: Your DPS Homepage will show all move requests submitted or processed in the
DPS system. To create a shipment click the blue down arrow next to the correct orders.

New Users: Click “Start a New Move” and continue on slide 5

NOTE: If you are continuing your application from the orders information guide, jump to slide 5.

O Pro-Tips:

o Turn off your pop-up blocker, otherwise the DPS window won’t be able to open.

o You’ll also be asked detailed information about special items you might ship, like the
make and model of your Motorcycle, and even the caliber and serial number of each of
your firearms. Get this information organized now to save time later.


https://move.mil/resources/locator-maps

o You don’t have to have an exact address at your new location to start the move
process. Don’t wait to schedule your move! The longer you wait, the more likely that
your preferred move date will be unavailable, especially if it’s during Peak Season.
Lines can also get long at your local Transportation Office.

Velcome to DPS

Welcome to DPS
urrest Move
01 Now 2017: BREMERTON to SAN DIEGO =
Onder Mumtser 7157 TEST Seart u New Move Shiperent Masagement

(e Tom Premrarsert Charge of Sdato

Current Move

01 Now 2017: BREMERTON to SAN DIEGO »
Onder Number 2197 TEST
Order Type Permanont Change of Station

There are no shipments currently associsted with this order

] | e

Returning Users: Your DPS Homepage will show all move requests submitted or processed in the
DPS system.

To create a shipment, click the blue down arrow next to the correct orders to expand edit
capabilities.
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A new window will open allowing you to create your shipment request.
Select “HHG” as the type of shipment

Say “No” to the PPM question

Click “Next”

Note: The shipment types offered will depend on the type of information you have provided in the
orders section

O Pro-Tip: If you’ve moved before, DPS will save your information so that it’s pre-populated
“s"  here, and you won’t have to fill it out again.
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Next you’ll receive information on the type of shipment you are requesting. This is part of your online
counseling and it is very important that you read the information as it contains your entitlements
and responsibilities. When you are done reading through the information, select to acknowledge you
have read and understand the information then click “Next”

Pickup and Delivery

Counseling Menu «

+ () Customer Profie
) Customer Information
0 Pointof Contzct

* 0y Ordes |Hmmh-MhmmmmMmm.uenrdvamﬂd.‘rwmdpa'dmdpidup&&uwil!hebmdmﬂumﬂaﬁliyddufmmﬁmmmﬁdermlwﬂbmrﬁim.

Customer: vz, ama = Unked Sses ey =

0 Enter Order Information

O bl Local Move: A move of HHG for a short distance between residences within a

— [ i Y]
Order [DOCS UPLD] « st LocalMove? O fes O Nﬂﬂ metropolitan area, NTS facility. A local/short distance move is authorized in

E conjunction with separation, retirement and reassignment.
v () Orders Details

oumtsascoroos | [

() Order Information 4 L "
*Desired Pickup Date *Desired Delivery Date
© by p ] ]




At the Pickup and Delivery page, you will enter the information for your dates, your pickup and
delivery address, your In-Transit/Emergency Contact address, indicate any additional locations and
name your Releasing and Receiving Agent(s).

Say “no” to the local move question

Using the Calendar Icon, select the date you would like your property picked up and delivered.

o TIP: Adesired delivery date is simply the date you will be available at destination to take delivery
of your shipment. All dates for pack, pickup and delivery are confirmed with the Transportation
Service Provider (TSP or carrier) assigned to your shipment.

e | 5 <, *
bl ick on the 05 o display the s of addrasses or add an Adkiress. From your address kst sele L] 1 Bowar of Btbonay.andior Lattar of Athorization & ssphcable,
You will also be able to indicate if you have additional pickup or delivery locations and if you ard  agaress Listing
( Tour Information A
assoriimasen | [To b an e to your ik onthe & nerthe s i ad et ‘s = T N
o) Summary 7
o« @ Shapment Pickup & Delivery L] PEARL HARBOR,UNITED STATES i §
3503733085
Create New Shipment @
» (@ Current Shipments o 456 A ST 4
- Qo : % Adfores Domery MNAANE o101 [Eeet on aaboree] pup e
*Authorized Pickup Address b OMAHA,NE 68101
@ Pickup & Delivery Adgess 123-456-7850
0 Basic
© Additional ltems.
) Seheduling
© Responsibilities
© Summary *Requested Pickup Address & remesea tdyery Adaress
0 Counseling Office.
Susemit
xs: 13000 lbs. Power of Attarney [Setect rom bekow v Pawer of Attorney |
temsining PCS:13000 s, |t ok [Eemcn G,

Letter of Authorization [Selctirombeion W Letter of Authorization Select from below v|

Next you will provide your authorized pickup and delivery addresses as well as your requested
pickup and delivery address.

You will need to add each address using the rolodex icon next to the item field. In the popup window,
click the ‘Add Address’ button.

O Pro-Tip:

o Amember is authorized pickup and delivery from an address in the same area as his
current and new duty station. Members can request pickup and delivery from/to any
area, but there may be an excess cost
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Addresses -~
Address Listing LHdd/Edit Address
Address Line 1: |123 ELM STREET —
Address Line 2: [
* Phone: — [260-SS5-1212 | FORMAT: msx-mxr-mmmx tor Domestic
Ext: | !
Location

-G) CONUS (U.S) €O OCONUS (Non U.S)

BREMERTON
Select City | J |

City:
County:

::;“" BREMERTON, KITSAP COUNTY, WA, 98337

if you are unable to select i
DSN: 770-7T2332

W Al re=.-

<
LT T OF AUTTIVG T ZaTorn

In the popup window, enter your pickup address.

Enter a phone number where you can be reached by the Personal Property Office and the
Transportation Service Provider (TSP or carrier).

Make sure that CONUS is selected under location.
Type the name of the pickup City

INIMPORTANT!!! Do NOT hit the enter key after typing in the city name. A list of cities with the
name you typed will populate in the drop down menu. Select the correct City/State/County/ZIP.
Click the ‘Save Address’ button.

O Pro-Tips:

o You can add/edit all of your addresses at the same time. Click Add Address’ for each new
entry and ‘Save Address’ whendone.



o For your delivery address, the street address in line 1 is not a required field. If you do not

have an address at destination you can leave this line blank however you MUST provide a
phone number and enter/select the city/state of your destination.

8of34
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Addresses

Address Listing
Select Address _
~ MOM'S HOUSE T
bt SALEM,OR 97301
360-555-1212
123 Main Street 'm'
BREMERTON,WA 98312
360-555-1212
Pickup & Delivery
123 Main Street
*Authorized Pickup BREMERTON, WA *Authorized Delivery ~
Address 98312 ﬁ Address &
360-555-1212
*Requested Pickup x  "Requested Delivery ~
Address & Address &

When you have finished adding all of the addresses, use the radio buttons in the “Select” column
and choose your authorized and requested pickup/delivery addresses.

Click OK, The address will populate in the pickup Address field.

9of 34



Pickup and Delivery

Adding addresses

123 Main Street NORFOLK, VA 23501
*Authorized Pickup BREMERTON,WA g *Authorized Delivery 360-555-1212 g
Address 98312 Address

360-555-1212

123 Main Street NORFOLK,VA 23501
*Requested Pickup BREMERTON, WA *Requested Delivery 360-555-1212 g
Address 98312 Address

360-555-1212

Repeat the previous steps to add all of your authorized and requested pickup and delivery addresses

Pickup and Delivery:

ower of Attorney & Letter of
Authorization

Power of Attorney Select from below Power of Attorney Select from below v
— None Selected —
MR WANNA MOVE

Letter of Authorization Select from below v Letter of Authorization Select from below v

If you have provided your spouse or anyone else over the age of 18 with a Power of Attorney (POA) or
a Letter of Authorization (LOA), you can use the drop-down menu to select their name in this section.

In order for the names to appear in the drop down menu, you must add the person under the
“Contact” section of your customer profile and indicate that they have a POA and/or LOA.

110f34



Intransit/Emergency Contact &

Additional Pickup Addresses

In-Transit/Emergency Contact

Information

* n-TransiVEmergency Contact Information

Pickup 1

Pickup 2

E —'Ii- Delivery 1 -'ii -

456 Eim Street

Mom's Address

PORTLAND, OR 97088 u
350-555-1212

~

= Delivery 2 '.i; =

For your Intransit/Emergency Contact Addresses, click the plus (+) sign, select or add the Intransit

address and click ‘OK’.

Repeat the steps for any Additional Locations.

- 2 o
o -
RW S

Pro-Tip: You may request an additional pickup and/or delivery as long as it is within the
same AOR as your authorized locations (usually within 30 miles of pickup/delivery)
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Address Listing ~ Add/Edit Address Address Listing
DUD D DELF 10 UNLI D-1
Address Line 1: O 45 SILVERDALE WAY m |
T . SILVERDALE, WA 98383
Address Line 2 360-555-1212
*Phone: 360-555-1212 FORMAT: xxx-xxx-xxxx for Domestic
O NORFOLK, VA 23501 m
Ext: ] 360-555-1212
Location
o WORK/OFFICE m
2 123 ADMIRAL WAY
(® conus (u.s) () OCONUS (Not Considered a State) NORFOLK,VA 23501
360-555-1212
. |port|and b3 |
select City
PORTLAND, ASHLEY COUNTY, AR, 71663 WORK/OFFICE
) @ 467 W STREET m
City: BREMERTON, WA 98314
County 360-555-1212
State:
i 456 Elm Street
e Mom's Address m
PORTLAND,OR 97086

If you are unable to select :
770

360-555-1212

v
Add Address
v
Delivery 2
In-Transit/Emergency Cu..~act
Information
456 Elm Street
Mon''s Address
PORTLAND,OR 97086
* In-TransivEmergency Contact Information .
=Y 360-555-1212 —
l =3

Enter your address information
REMEMBER - do not hit enter after typing in the City - choose the correct city/state/ZIP from the
dropdown menu

Click ‘Save Address’

Make sure to choose the correct address in the listing and click OK
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/Emergency Contact and

dditional Location Information

456 Elm Street

In-Transit/Emergency Contact
Information
Mom's Address

. : PORTLAND,OR 87086
* In-Transit/Emergency Contact Information 1
360-555-1212 n

&

Additional locations

BOB'S SELF STG UNT B-1 . .
! 45 SILVERDALE WAY @@ ) NORFOLK VA 23501 @@
oo SILVERDALE, WA 98383 feweny 4 350-885-1212 ‘
360-555-1212
WORKIOFFICE WORK/OFFICE
i 467 W STREET @@ i 123 ADMIRAL WAY @@
Ficken 2 BREMERTON, WA 98314 Delvery 2 NORFOLK VA 23501
360-555-1212 360-555-1212

Once you have added and selected your addresses, they will populate in the correct fields.

Receiving ] Mary Test vl

Mary Test
360-555-1212

Members may authorize a Releasing and/or Receiving agent to act on their behalf at origin and
destination. Releasing/Receiving Agents MUST be over the age of 18 and available on the days of
pack, pickup and delivery. Releasing/Receiving agents do not need to have a Power of Attorney or a
Letter of Authorization.



Using the drop down menu, select your Releasing/Receiving Agent and click next.

O Pro-Tip: The drop down menu for Releasing/Receiving Agent fields are added when you

“S"  create your Customer Profile. It is highly recommended that if the member has a spouse, they
add them as a contact so that their name appears on the paperwork. Move details will NOT be
discussed with anyone other than the member unless they are listed on the move paperwork
(DD Form 1299). Your move paperwork is available for printing right before you submit your

application.

150f 34

When you have entered all of your Pickup and Delivery Information, click ‘Next’

O Pro-Tip: Print this information and keep it handy. You may not always have access to DPS
“s"  throughout your move.



i:nunselmg Menu “

% G oo Frole Customer [Sress Mok~ Ui Siates sy —
© Customer Informatica
@ Poin of Contact
v ) Wy Orders. Please provide basic information about your shipment.
© Enter Order information
C EET T ot-sion Shigping Information (from Consignment Guide]
(Order [DOCS TEST] B | Totel estimated weight of your houschold goods
e e e 11000 Welght Estimator Farm
« () Orders Details
Z *Estimated weight of PBP&E [Pro Gear] o
© Rank & Hard Copy Orders et Wil o ks P ] 100 h afect my weight?]
7 Order Information
= *Estimated weight of Spouse’s PEPRE [Pro Gear] P
0 Dty Staticns [iz- enter the porfion of Total estimated wright that is Pro Geas] 100 n How will Spouse PEPAE sffect my household goods weight 7]
9 e *Spouse’s Profession Teacher
@ Drders Selection [NGTE: Your spouse is only ntited o ship imum of 500 lbs Bro Gearin supp: upas i
& Tour iskcemation
O A atien P —
© Summary =
@ Shipment 7] Grandiather clock [[]  ShrankiLarge wall unit [] PlasmaTv [ Gas-powered squipment
0 Craaty New Shipmant [] Spaliscani ] Pum [ Shed [ tghvalue iiems
@ caniat Rigmens ]  Alcobolic beverages [ Fronthosd washeridryes
[REr]
© Pickup & Dwey | | ] Uiy iader
@ Basic
2 —— Note: Ondy wtility tradlers of a single-axle with an overall length of no more than 12 feet (from rear to trailer hitch); with or without tit beds and no wider than 8 feet (outside bire to outside tire) can be shipped as part of your HHG. Side
© Raditcan rails or the body of the traller must not be higher than 26 inches (unlkss detachable) and the ramp/'gate for the wtility trailer canot be Pigher than 4 fest (unless detachable).
0 Scheduling
0 Rasponchitay Additional Information
(0 Summary
() Counseling Office Address in on a gul-de-sad
| ) Submit
TR | e ther any othes aricies of exraordinary dimensions ox ususua ypes of ems incuded in your shipment? (£, Jetsk)
|Pcs: 13000 lbs.
;ltmmll_v;l PCS:13040 Ibs.

224

el | et 350

On the Basic HHG page, members will indicate the estimated weight of their shipment.

Members can use the Weight Estimator tool that is available at the right of the weight field however a
great rule of thumb is to estimate 1,000 lbs per room.

If members are claiming Pro Gear for themselves or their spouse, it must be indicated. Members who
claim Spouse Pro Gear must provide a signed inventory of items to the origin personal property
office.

Indicate any special items; add any additional information; click Next.
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*Total estimated weight of your household goods
[i.6. enter the fotal estimated weight of all items that are being shipped] 7,000 Weight Estimator Form
Please include your motorcycle weight in the "Total estimated weight of your household goods",

2 hitps/dps.sddc army.mil/ZformName=BasicHHGFormaid=ppscHhgShipmentBasic TotalEstimatedWeight - - Windows Internet Explorer E=Rfof™ x|

This form will assist you ing the weight of your shipment or shipments. Please note that this is an estimate only! It is designed to assist you in
estimating the total weight of your shlpment(s). Howe\rer you are ultimately responsible for the actual weight of the household goods you ship. The weights in this

| program are based on industry standards and your adual weights may vary depending on brand, size, etc. Please use proper judgment when making your
estimates.

[ [¥] Click here to acknowledge that you have read the above disclaimer ]

THIS 15 AN ESTIMATE ONLYY

The weight estimator form will help you to establish the weight of your shipment.The weight
estimator form will help you to establish the weight of your shipment.

Read the disclaimer then check the acknowledgement box and click “Show Estimator”

The estimator tools allow you to enter the number of items you have in each room and then provides
the weight of each item. At the end of the form, click the “Go” button and the total weight of the
items indicated in the form are placed in your application.

g

- .
. ()

Pro-Tip: Your Pro Gear, up to 2,000 lbs, doesn’t count towards your estimated weight.
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Additional Information -
Adding a Firearm
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If you say ‘yes’ to adding a firearm, a new window will open and you will need to provide the
information requested.

Once you have added the information, click ‘Save’. The firearm information populates on the page.

If you say no to the firearms question, you are required to certify that your shipment does not contain
firearms. Click ‘Next’ when you have added all of your firearms information.
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Customer: [Bressi, Moia = United States Navy ==

ﬂased.on the total estimated weight of 11,000 pounds, it will take 3 days. 2 days fot jpacking and. 1 dw for picking up your shipment. It is estimated that it will take 9 days f&lhis shipment to be delivered to your destination.
Shipment Dates

Nate: All dates, including the "Desired delivery date”, will be negotisted with the Transportation Service Provider during the premove survey. The "Estimated Shipment Arrival Date st Destination” is the standard transit time required based on the origin, destination,
and estimated weight of shipment.

Desired Pickup Date: Dec 28, 2016 Desired Delivery Date: Jan 14, 2047
Estimated shipment arrival date at destination : Jan &, 2017
Are you requesting a direct delivery 7] Yes ® Mo
O ves ®
* Do you have a prefemmed TSP7 & o
IC}
« Do you have a non-preferred TSP? e e

The Scheduling page provides you with an estimate time for packing and pickup based on the weight
estimate you provided in your application.

You will also see the transit time for your shipment. Transit time is based on origin and destination
locations as well as the estimated weight of the shipment.

In addition, you will be able to request a direct delivery and whether you have a preferred or non-
preferred Transportation Service Provider (TSP or carrier)

‘Basuimlhtotalaﬁtimated weight of 11,000 pounds, it wil take 3 days. 2 days for packing and 1 day fo picking up your shipment. Tt s estimated that it wil take 9 days for this shipment to be deivered to your destinatian.

|

| Nate: All dates, including the "Desired delivery date”, will be negotiated with the Transportation Service Provider during the premove survey. The "Estimated Shipment Arrival Date at Destination” is the standard transit time required based on the origin, destination,
|and estimated weight of shipment,

Desired Pickup Date: Dec 28, 2116 Desired Defivery Date:
Estimated shipment arrival date at destination :

Jdan 6, 2017

Jan 14,2017

On this section of the Scheduling Page, the blue highlighted section provides you an estimate of your
packing and pickup days and the number of days your shipment will take to arrive at destination.



Note that all dates are negotiated between you and the TSP assigned to your shipment. The Desired
Pickup Date is the date you requested to have your shipment picked up. Depending on the estimated
weight of your shipment, additional days for packing may be required and those dates are added
prior to shipment pickup date.

Your Desired Delivery Date is the date you entered in your application. This is the date you will be at
destination and available to take delivery of your shipment.

The Estimated Shipment Arrival date is the date that your shipment is expected to arrive at
destination. This is NOT your actual delivery date but is based on the transit time allowed for your

shipment to reach destination.

ALL DATES are negotiated and confirmed with your TSP.

O Pro-Tip: Print this page! It details all the information you need for moving day. You may not
“s"  have access to DPS at all times during your move.

Direct Delivery &

Are you requesting a direct delivery 7l O Yes ® No

OYESONO
] |
O ves O No
l |

Next >>

* Do you have a preferred TSP?

* Do you have a non-preferred TSP?

Direct Delivery Request: If you have an address and would like your property delivered directly to
that address, select (Yes). If you do not have a delivery address, select (No).

Preferred TSP: Say ‘yes’ to this question if you have a company you would like to have pack, pickup
and deliver your shipment and provide the name of the company. Say ‘no’ to this question if you do
not have a preferred provider.

Non-Preferred TSP: Say ‘yes’ to this question if you have a company that you would not want to be
responsible for your shipment. Say ‘no’ to this question if you do not have a non-preferred provider



Click “Next”
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Read & check Acknowledgement Box
Click “Next”

IMPORTANT: this is part of your online counseling; by checking the box you are acknowledging that
you are aware of your rights and responsibilities.
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Customer: [Bessi Mora == Uniied States Navy =

Below, plesse find & summary of the informatsan entered for this shipment. If thers are any arrors, please cick on the link on the [eft navigation menu to retur to the spplicable page.
Customor Profile

P Meme: freani Mora Branch: United States Navy
sswe: swsrms  Ranes y Grade: croiET
Grders | Primary Phone: 304762590 Pramary Email: s BsHHAVY MIL
Permanent Contsct ASSress:
1234 Main Stest Latimated Weight
EREMERTCH WA 58312 Her s e st of vl et ot
Your estimated Kousehd Goods v e
Order Details o
Yo wrtmatrd FEFRS 119 Goadl ok = o
Order: D0CS TEST Pemanant Chrange of Stson. Snpmentof HIG Permies e R e
Order Date: 01-Hov-2016
EABMANCS weadht of 1 Motorcyciel 3] B0
Cuarrent Duty Station: JOHN C. STENNIS (CVN 74) Total estmated wewght Ll
Hesdquarters lasuing Orders:
15w o1 FEFLE dob sl chut s yout o lemanet
¥ shipment 1 - Househeld Geods

Pickup Information
Househos Gocs Rave 8 desred piesup dats cf 26-Doe-2016 rom the peiup soress ‘Spacial esns included in your shipment
23 Wyause Drve -
BREMERTON 1A 96310 Gansowesd sasomnt
T [ p——
Vou I sasighed your releasing agent 88 Navy Trawmng (J60.476.835%)

| T Ooiivery information

Pcs: 130
Remaining PCS:2200 lbs.

Vour Household Goads wil be delhered ca the st of 114302047 10 Addonal infsrmerion
SAN DIEGO,CA 82101

Vour have ssigned your resshing agent 28 Navy Traeies (J60-476-3358) PERP ACRESS § ON A CULDESAC
In-TransitEmergency Contact Information YOGT HATUNT SN A o descraten i on 14 Dwe 2016
“Your n-Ti s

Vo R WO regueeted recs ey,

- 7 Chick bere o verity the above information s cotrect

The Shipment Summary pages provides you with a review of all the information you have entered
into your application. If you need to make changes to any of the information on this page, you may
use the counseling menu on the left side of the screen to edit the information for each section.

Once you have reviewed the information, check the acknowledgement box and click “Next”
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Customer: [Bressi, Moira -- United Ststes Navy -

Once you submit your on-line application, it will be received and processed by the Perscnal Property Office. A Transportation counselor will review your information to ensure that it is complete and accurate. Note: Your move cannot be scheduled until you have provided

Jocuments, if appiicable, to the transportation office listed below, All counsel ling related documents must be provided to the transportation office within & business days of submitting your application, For a short notice pickup (requesting pickup within 5 business days), |
Jocumentation 85 s00n a5 possible.

fou will be notified by the Transportation Service Provider once your shipment has been scheduled. If you have any questions please contact the transportation office listed below.

Click here to acknowledge that you have read the above disclaimer _ J

Booking/ Servicing Installation Destination Servicing installation
GBLOC: JENQ GBLOC: LKNG
| Instailation Name: FISC PUGET SOUND, WA instailation Name: FISC, SAN DIEGO, CA
REQUESTED PERSONAL PROPERTY OFFICE FOR COUNSELING
You may request any Personal Property Office for counseling. This office is ible for validating all the i ion you have entered and to answer any of your enti i Once validation is complete, the Personal Property
Office will forward your and ing doc ion to the shipping office responsible for booking your shipment
% i E
i Select from below _
FISCPS BREMERTON
FISCPS DETACHMENT EVERETT
NAS WHIDBEY ISLAND
Installation Name: FISCPS BREMERTON
Street: FISCPS 2255 COLE AVE, BLDG 985
City: BREMERTON
State: wa
e f(
‘Country: UNITED STATES
Phone: 3604769172
DSN:
Fax: 3604761834
DSN F
Emait:

PersProp.FISCPS.FCT@navy.mil

m—

On the Counseling Office page, click to acknowledge you have read the disclaimer.
Use the drop down menu to select your local counseling office. You will need to make note of the
contact information that populates on the page. This is where you provide your supporting

documents so your application can be processed.

Click “Next”.
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Counseling Menu «

O Customer Profile Customer: [Bressi, Moira == United States Navy ==
© Customer Information
© Point of Contact

* (O My Orders |Ph:asa review your forms for accuracy. Once reviewed and any changes completed, click submit button to complete your application.

© Enter Order Information

View Doct nts
s i

You will need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF).

+ () Orders Details Gat :
© Rank & Hard Copy Orders S
) Order Information FM
© Duty Stations DD Form 1299 (Application for Shipment and/or Storage of Personal P ) View & Pnnt >
© Arduous Duty DD Form 1797 ( Property C: ing Check list) View & Priniy
© Orders Selection
© Tour Information UM Documents
@ Additional Information
© Summary | These forms may be printed for review before submission. These forms are considered to be a DRAFT until a has revi and itted the Shi reguest.

+ @ Shipment
Soms i [ Subont
~ @ Current Shipments
~ ) 1HHG
© Pickup & Delivery
© Basic
© Additional ltems
© Scheduling
) Responsibilities
© Summary
© Counseling Office
@ Submit

PCS: 13000 Ibs.
Remaining PC5:2200 lbs.

IMPORTANT!!! After you have submitted your application make sure to print DD Forms 1299 & 1797.
Your application will not be processed until you provide these signed documents and a copy of your
orders to the responsible origin counseling office.

You are now able to upload your documents into DPS - the next several slides will show you how to
upload and/or view uploaded documents.
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DD Form 1797

PERSONAL PROPERTY COUNSELING CHECKLIST

ATHORTY. §7 Uit 48 § UGG 725, ol £.0. 3397

DON'T
FORGET!!
Forms
must be
signed

B
W
=
£
Bt
I
X [=
o

DD Form 1299 is a one-page form; DD Form 1797 is a two-page form. Please do not forget to SIGN your
forms.

Once you have printed and signed your forms, scan and save them to your computer.
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Counseling Menu

© Customer Information
© Point of Contact

~ (O Wy Orders

©Q Enter Order Information
oviewbnmmmls

Order [DOCS TEST] «

~ () Orders Details
© Rank & Hard Copy Orders.
) Order Information

© Duty Stations DD Form 1288 (Application for Shipment andior Storage of Personal Property) View & Print

© Arduous Duty DD Form 1797 (Personal Property Counseling Check list) View & Print

s Upload Documents

) Additional Information

© Summary |mmmmpﬁmmmmmm.mmmmmmbﬂm"rua has and the Shij request.

© Create New Shipment ‘

PCS: 13000 lbs.
Remaining PC5:2200 lbs.

<< Previous

Once you have printed, signed and scanned your forms back into your computer, they can be

uploaded directly into DPS.

Click the “Upload Documents” button
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Document Management

Document Type
e
Salact Ona
DD Fom 1299
Powes of Aliomey
Order

DD Fomm 1797
Qeder Amendment
D0 Fom 2278
Miscellaneous

DO Forn 13312

1. Use the Drop-down menu to select the type of document
2. Click "browse", locate the document in your files, and select open

Document Management

DD Form 1298 =

& Browss | pocstist wsdt

3. Click upload

Document Management

& The DD Form 1299 has been

DPS File Upload

Document Type

DD Form 1209 =

4. You will receive a message stating your document has been successfully uploaded.




Make sure you uploaded BOTH signed documents

300f 34
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Customer: [Bressi, Moira == United States Navy ==

|P|ease review your forms for accuracy. Once reviewed and any chai com|

You will need Acrobat Reader version 8.0 or earlier to

Gt A
Woower neADLE

@ httpsi//dpstraining.sddc.ammy.mil/7p=/1p60eaTtbyFTC % 2BFSATZTxqTalySP62584aLiC23j6c 1yFRITRIUaqQ - Internet Explorer

click submit button to complete application.

[ These forms may be pinted for review before submission.

Document Management

View History Get File

oty [1] 5

File Status Shipment 5 " Document File Create View
o Type o File Name ¢ Version Type o Date 2 History Action
Submitted 1-HHG DOCSTEST_1: 1 D[1)2F;9rm 02 Dec 2016 p
Submitted 1.HHG  DOCSTEST_1i 1 DETFQ?T“ 02 Dec 2016 P
Sample
Submitted Separation 1 Order 02 Dec 2016 ¥l
Orders docx
(ofn [1]

You can check to make sure your documents have been uploaded by clicking the “View

Documents” button.

When the Document Management window opens, you will see ALL of the documents you have
uploaded. If you need a copy of the document, select the file name and click “Get File”

When you are done viewing your documents, close the Document Management window
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Counseling Menu «
= (0 Customor Profile
Customer information

O Point of Contact
= [ My Orders
‘O Enter Order Information
() View Documents
= () Orders Details
) Rank & Hard Copy Orders
O Order Information
O Duty Stations
O Arduous Duty
O Orders Selection

Customer: [Bressi, Moira == United States Navy =

| Please review your forms for accurscy. Once reviewed and any changes completed, click submit button to complete your

-
Message from webpage

|

You will need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF).

Get
RDOUE READER

DD Form 1299 {Application for Shipment andlor Storage of Personal Property) View & Print
DD Form 1797 (Personal Property Counseling Check list)

| upload Docum

View & Print

its § View Do nts |

© Tour
© Additional Information
© Summary
+ @ Shipment
© Create New Shipment
~ @ Current Shipments

Now that you have uploaded your documents you may submit your application. Click “Submit” and

L

P
@‘ Are you sure you want to submit?

\ts o) [ e ]

These forms may be prnted fof feview before submission. These forms 8re tonsidered 1o be 8 DRAFT Until 8 counsalor has reviewed and Submitted the Shipment request

say okay to the message from the webpage.

Please note that your application will not be processed until your supporting documents are

received. If you are unable to scan and upload your documents directly into DPS, you may still email
or fax your documents to the responsible origin counseling office.

To locate the responsible origin office, click the ‘previous’ button to return to the Counseling Office
portion; this section provides you with the email and fax number for the counseling office you

selected.
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Customer: [Bressi. Moira -- United States Navy ==

‘Yuur application for the following shipment has been submitted.

Shipment: 1 HHG
Order Number: DOCS TEST
Date Submitted: Fri, 2 Dec 2016 21:06:08
Shipment created by: 534927015
Date DD 1299 Prepared: Fri, 2 Dec 2016 20:31:47
~\
If you need to make changes to any information other than contact data or cancel your shipment, you must contact the Counselor you submitted your application to.
To CREATE a new shipment for this order, click on the Create New Shipment link in the left navigation tree.
To ADD a new order, click on Enter Order Information in the navigation free in the upper-left comer of the screen under My Orders.
J

You will need Acrobat Reader version 8 or earlier to view or print these forms in Portable Document Format (PDF).

T ¥
S \DOUE" READER™

DD Form 1299 (Application for Shipment and/or Storage of Personal Property) View & Print
DD Form 1797 (Personal Property Counseling Check list) View & Print

You will receive a notice confirming you have successfully submitted your application. If you need to
make any changes to your information or cancel your shipment, you must wait until your application
is processed.

It takes approximately 2-3 weeks from the time all supporting documents are received for an
application to be processed. During Peak Season (mid-May through August) this timeline can be
increased up to 6 weeks.

To create an additional shipment request (i.e. a Personally Procured Move (PPM), an Unaccompanied
Baggage (UB) shipment or a Non-Temporary Storage (NTS) shipment, follow the steps in the middle

of the page.
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From: counseing @dpsmad.csd. dsa.mi Senk: Th 11872017 12:54
To: Bressi, Maira L CIV NAVSLP GLS, 0411

Subject:  Shipment Submission Recefved

Wanna Move,

Your application for shipment 1/HHG from BREMERTON, WA 98312 to SAN DIEGO, CA 52101 with a requested pickup date of Jan 25, 2018 has been received by the transportation counseling office - NAVSUP FLC PUGET SOUND BREMERTON located at
BREMERTON, WA UNITED STATES. Upon receipt of your supporting documentation the Counseling Office will validate and finalize your application. Once your shipment has been awarded to a Transportation Service Provider (TSP), you will be notffied by
that TSP of your actual packing and pickup dates. You can continue to monitor the status of your shipment via the Shipment Management tab located on the DPS homepage.

Ifthere i a need to make any changes to your aplication other than contact information which can be accomplished in the Shipment Management section please contact the transportation office at BREMERTON, WA UNITED STATES,

Phone: 3604767366

Thank You.
Defense Persanal Property System (OPS)

**% DO NOT REPLY directly to this email ***

Once you have submitted your application, you will receive an automated email from the DPS system
that confirms submittal and reminds you to submit your supporting documents. THIS IS NOT
CONFIRMATION OF YOUR PACK/PICKUP DATES!

Supporting documents for a basic HHG shipment include a copy of your orders (including any
amendments & modifications) and SIGNED copies of DD Forms 1299 & 1797. If anyone other than the
member signs these forms make sure to also provide a copy of your Power of Attorney. If you are
requesting a pickup from your Home of Record (HOR), also include a copy of your Enlistment
Contract or Officer Commissioning letter that shows your HOR. If you are requesting pickup for
dependents, please include a copy of your page 2. If you are separating/retiring, you may be asked
for a copy of your DD 214. Your counseling office will contact you if any additional documents are
required.
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» For technical assistance contact the DPS Helpdesk
available 24/7:
++ Toll-Free: (800) 462-2176
s Commercial: 618-589-9445

» For assistance with your HHG shipment contact your local
Personal Property Shipping Office (PPSO)

Maintained by
USTRANSCOM

United States Transportation Command

Technical Help Desk
For help using Move.mil or Electronic Transportation Acquisition.
Phone

Toll-Free: (800) 462-2176
Commercial: (618) 589-9445

Email
usarmy.scott.sddc.mbx.g6-SRC-DPS-HD@mail.mil

Submit a ticket online
https://src.servicenowservices.com/src/



https://www.ustranscom.mil/
tel:+18004622176
tel:+16185899445
mailto:usarmy.scott.sddc.mbx.g6-SRC-DPS-HD@mail.mil
https://src.servicenowservices.com/src/

